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Hopefully everyone is getting more familiar with GA4! (It’s a learning phase for everyone so don’t 
worry if you’re struggling. You’re not alone!) last time I wrote a guide on how to create Looker Studio 
dashboards with GA4 data.  

This time, I want to explore more within the GA4 user interface - hopefully it’ll give some guidance for 
some new GA4 users or users who don’t have time to learn/create Looker Studio dashboards!

Hello!! My name is April, I 
will be your tour guide for 
today. Without further ado, 
let’s get started!
Leshgooo!

Previous guides:
Google Analytics 4 Guide

GA4 vs. UA Metrics 

GA4 X Looker Studio Dashboard

https://online.visual-paradigm.com/share/book/google-analytics-4-guide-1eb17yalwn
https://online.visual-paradigm.com/share/book/ga4-vs-ua-metrics-april-h--1eb0wefouk
https://online.visual-paradigm.com/share/book/ga4-x-looker-studio-dashboard-april-h--1f3nu0dun


Outline

Struggling to find the right 
report in GA4? Don’t worry - 
let’s see how we can create & 
personalize your GA4 report 
collection.

● GA4 report structure
● Reports snapshot

○ Building a custom Reports snapshot
○ Example - April’s Reports snapshot

● Create a custom detail report 
● Library

April Hung | aprilhung4@gmail.com

The topics that will be discussed in this guide: 



GA4 Report Structure

Before we start, let’s talk about the report structure in GA4!

This will be explained in more detail later but Reports 
snapshot is where you can check the overall summary of 
your website/app performance. 

A collection is a set of reports. Life 
cycle for example is a predefined 
collection. 

Under each topic there is an “overview” 
report. It provides a high-level view - 
suitable if you’re just after a summary 
or a snapshot of that topic. 

The reports after the 
overview report are the detail 
reports. You can do more 
digging by adding filters or 
dimensions etc.
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Collection

Report snapshots

Detail reports

Topic Overview Report

Topic

Under each collection there are multiple 
topics such as Acquisition and 
Engagement.
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Reports Snapshot 

Reports snapshot is the place where you get your high-level view of the overall website/app performance. 

It’s consisted of different cards:

This is a card 

Reports

Reports 
Snapshot

I like how GA4 
gives 
descriptions to 
some cards!



Reports Snapshot Read more here

Here’s an example of a Reports Snapshot. You can:
● Have up to 16 cards in a report
● Re-order the cards however you want 
● Share the report 

What you need 
to know about 
Reports 
Snapshot

https://support.google.com/analytics/answer/10668965?hl=en#:~:text=The%20Reports%20snapshot%20is%20the,to%20customize%20the%20Reports%20snapshot.


Building your own Reports Snapshot Read more here

Click on “Add 
Cards” 

Click on the pencil icon to 
start customizing your report
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Select the card (s) you 
want to add to your 
report

This is the time when you ask yourself - as a {insert your role} what information do I need to know on a regular basis to 
understand how my business is performing?

I’m an ecommerce shop owner! I want to 
know three main things:

1. How many items am I selling? 
(conversions)

2. What’s the best performing 
channel?

3. How are my marketing activities 
doing?
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https://support.google.com/analytics/answer/10668965?hl=en#:~:text=The%20Reports%20snapshot%20is%20the,to%20customize%20the%20Reports%20snapshot.


Example - April’s Reports Snapshot

You can select the 
specific dimension 
you want by clicking 
on the down arrow

Okieee! Welcome to my 
Reports Snapshot! It’s 
where I monitor the 
performance of my site 
every morning while I enjoy 
my oat latte

I’m all about 
conversions! So I 
placed conversion as 
the first card. This tells 
me what my top 
conversion was 
yesterday

Again, conversion 
focused - I want to 
know through what 
channel users 
converted 

As an ecommerce 
owner, I want to know 
the most popular item 
on my site

I also want to know how 
users got to my site & 
are my campaigns 
working?

These two cards tells 
me how my store 
performed across the 
different environments 
& devices

My date range is set to 
yesterday as I’m 
interested to know the 
daily performance of 
my store.
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Detail Report - Acquisition 

Okayyy now that we know how to build a customised Reports Snapshot, let’s dive deeper and look at the detail reports! 

You can customize 
all the reports I’m 
just gonna pick 
Traffic acquisition as 
an example!

You know the drill - 
Click on that magic 
pencil hehe



Acquisition 

With the detail reports, we get more flexibility to change up the dimensions & metrics! wheeeee!

You can create a filter for 
your report. For example, I 
wanted to create a report for 
my brand campaign so I 
applied a filter to only look at 
data from “brand_campaign”

There’s also an option for 
users to create your own 
card BUT!!! They can only be 
added to your Overview 
Reports i.e Acquisition 
Overview report

Pick your dimensions & 
metrics 

Pick a chart that you like!

A preview of your card will 
be shown as you play 
around with the 
metrics/dimensions!

This is kinda like the 
Doll Dress Up game 
“pick a dress” “pick a 
hairstyle” - sorry this 
is completely off 
topic 

Add any additional 
dimensions & metrics you 
want to report on. I.e event 
name or conversion



Saving a customised report 

The changes will be made to the 
selected report. 

This creates a new report. Like my previous example- I 
run an ongoing brand campaign, so I want to create a 
separate report just for the brand campaign. 

Tadaaa! That’s the 
final look - It’s a 
report that only 
shows data coming 
from my brand 
campaign 

Brand campaign report is now 
showing under “Acquisition”

1

I added “Event”  as an 
additional dimension because 
I want to see the traffic 
breakdown by event
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Example - April’s Acquisition Overview Report

The standard line chart 
that shows the number 
of users across the 
selected time period

1

I want to see my 
conversions split by the 
different channels. This 
helps me identify the 
best performing 
channel. This is the 
card I created earlier!!

2

I run Google Ads 
campaigns so I want to 
know how they’re 
performing i.e how 
much traffic are they 
driving to my site?
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Library Read more here

This is what the GA4 
Library looks like!

You can create a new 
collection here 
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Click on “Library” 1

You can also edit your 
collection by clicking on 
“Edit collection”

3

This is where you can customise (remove & add reports) your collections!

https://support.google.com/analytics/answer/10460557?hl=en-GB&utm_id=ad


Library - Edit collection Read more here

The user interface for 
editing collections is 
actually really 
straightforward (which 
is pretty  rare in GA4 - 
LOL jks love you Google 
x

This is what you will see after clicking on “Edit collection”. 

Remove any unwanted 
report by clicking on the 
“x” button

Reorder your reports by 
dragging them up or 
down

This is the custom report I created 
earlier. I can drag it to sit under any 
topic. In this case, I want to place it 
under the Acquisition topic

It’ll look like this!! 
You’ll see it under 
the Acquisition 
topic on your 
navigation panel

https://support.google.com/analytics/answer/10460557?hl=en-GB&utm_id=ad


Notes
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● The reports covered in this guide are really just for a high-level view of how your web/app is 
performing. Use Looker Studio, Explore or BigQuery for more in-depth analysis 

● You will need to have the Editor access to create, remove or edit reports in GA4
● There is a 24-48 hours delay in data processing….I know it sucks 

HMU if you are looking for 
ways to report your GA4 data - 
I can give you a hand or we 
can just nerd out about 
visualisation & analytics 
together.



Who dat?

April Hungry

Just a foodie who’s passionate 
about digital experience & trying 
to make the digital world seems 
less scary and more fun!

Connect with me!

Analytics & Optimisation Auckland

Any feedback or question? aprilhung4@gmail.com

What other topics 
are people 
interested in? Or 
want to know more 
about? Let me 
know!

https://www.linkedin.com/in/april-hung-013382ba/
https://www.linkedin.com/groups/14237127/
mailto:aprilhung4@gmail.com

